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This wocedure provides for the veinfdnavce of & unifdru accomivtng: . s
system by the appropriate arganizations of the DD/P Staffo exd . .., | .. ..

- gecgraphical Divisions for the recording of the Pollkwing data AR S
relating to conlidential funds: o ST *

o (s) Allotments o chenges 1n slistuments issued
© ., by ths Buiget Division of Office of the Compivoller L

A5 b)) Obligating media, and
" (¢) Disbursements and refunds.
This procedure esbraces the accounting yringtpleg: and’ stesdards

: ; 2 ot
lined 4n the Agcounting Principlés Memorandum Ho. 1, dated 36 Novenber
» issucd by the Compiroller Genoxdl: of-thé Unite; NGtates. o o
Par parposes of stmplictsy 1o rebord keepithy, the Pormat of the '
Allotment Yedger, (oi ’%,&"'*agmd ’9“&0). and the posting of
trangactiions theretodoe : qonforin exnctly o Standard Form No.
1015 amd %o the opergtion of tha'A ont ledger, Sectfon 13T
of (fenaral Regulatious Jo. 100 18ifisd 4 Gctober 1943 by the Comptvoller . -. °
+ Gensval of the United States, alinpysh the accomting concepts T
enuncicted ‘therein are adhered tG. . -

2. - UNPERLYTRG BASYC PRINCIPIES OF THIS PROCEDURE @ - ° e
- & Allottees will mointain Allotment Control Recorde for all L.
' alloimente 1o them and fn edcordante-with existing Agency
~*" Repulations (see Section &, Paragraphs (1) and (Z? bereof) will
' bo responsidble for meintaining ‘svch accounts in o moxmer that will
rrevent the Ancurring of chligations in excess of funds allotted.

b. Obligetion wedis issued et beadguarters and chargeable o allottees
accounta for headquartérs operations will be recorded currently and’
individually (eee Illustvative sample entries shown on the attathed
Exhibit "A") in the sppropriste sccowmnts by the allottees. Such
medio shall be retaived by the allottees in = suspense file, and
at the close of each monthly ascounting period the allottees will
prepere a Sumary Chbligation Meworantum Repart (see Exhibit UB"
ebtached and Section 13 hereof) for sumery (without rvegard to B
dhject classification) recarding in the officlal Agency allotment
ledger accpunts maintsined by the Finance Division on IBM
equipment. “The allettecs will, in line with their responsibdilities,
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reflect tha detalls on obligations in thelir recards, while
the Mnance Division will reflect only sumunry oblipation
data in 3its pecords for purposes of the Agency status of
fupda report.

c. Allotuent Control Records will also be maintained by allotiees

for £ield allotments fssued by hesdqusriers allottecs for field
25X1 oparstions (see attached[ | Evhidit "C",

and Section 6 a (1) heyeof). Obligations and disbursements -

will be recorded 4o these accounts by the allottees fran

cobled or dispatched cblimation data, or from historical

date, and the disbursements from the station's monthly accounting

reparts herelmfter referred to as accounbings. A monthly

Summnyry Obligation Memowsndum Report for the field accounts will

be prepered and submitted to the Finance Divislon as degcribed

in Poxageaph be abova, L

d. Allottess will not operate £ield ellotment Control Records
described in Paragroph ¢. above to reflect cbligations and
dighursements by object claspification of expepditures. Data
for object classificotion will be developed by the sllottees
a5 required from the Finance Division's etatus of funds
report and adding thereto distribution by cbject classification
of the uwnliquidoted cbligaticns (pro-rated basad upon post
experience). : :

@, This instruction fiwes responeibility on the allottees for the
monbhly recomcilistion of the Allotment Control Records with
the roporte oubmitted to thew by the Finance Division, To
ezbablich a basis for reconciliation of the recopde beiween

- the allobtess and the Finance Division, the cut-off date for the
recording of ascounting data by the allobbees shell be the
25tk day of each month.

3.

To establish o commuon ground of understanding, s list of comonly used
termydn the Agency ant throughout the U. 5. Governnent sexvice,
and thelr definitions are presented for guldance as followss ‘

Accounting ~ A presentation of evidence of payments egninst
an advance of funds.

Aflvence - Punds which ore provided in contemplation of
the procurement of goods, services, or othey assebs.

Advice of Allotwent - A stanlardized Agency Form used to
notify an allottee of funde ewthorized and made available
for cbhligetion and expenditwre. This form is alzo used o
notify the allotbee of any additlonal funds thoet may be
mede available subsequent to the initial allotment, o of
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Allotment - The granting of am authority to cbligate Agency
funds and to effect payments within the specific amount
stated in the advice of allotument.

Allotment Account - An account in which to record the

aaounts of funds authorized, obligations incurred, liquidated
and/or adjusted, vouchers peid, reimbursewents, refunds
resulting from erroneous payments or recoveries of advances,
and the unobligated balance of allotwent.

Allottee - An individual to vhom an allotment is mede and who is
held responsible for ensuring that funds are not expended in
excess of the funds allotted.

Expenditure - A disbursement wade in settlement of an obligation
for goods, servicea, or other aseets.

Fiscal Yetr - The period beginmning 1 July of any calendar year
and ending 30 June of the following calendar year. The flscal
year is designated by the coalendar year in which 1t ends, ¢.g.,
the fiscal year 1954 is the year begimming 1 July 1953 and
ending 30 Jupe 1954.

ObJect Classification - Anzlysis according to the types of serviees,
articles, or other items involved, e.g., personnl services,

supplies and materials, and equipment. The object classes are

as set forth in AFR 30-4, parsgreph 3.

Obligations incurred - The amount of an order placed, contract
avarded, services raceived, or any cother transaction which, if
properly created, legally reserves an sllotment for future payment.

Obligetions unliquidated - The total of all cbligations incurred
for vhich disbursements heve not yet been made. They wmay represent
accounts payable for goods and services received or the value

of goods or services ordered but not received.

Program - A major classification of work or effoxt. A complete plan
of stated strategy to accomplish a sgtated oblective. A program may
embody ons or more projects.

Project -~ A plamned undertaking of an activity to be acccmplished,
for which a separate account is established. A project may be sn
integral part of an over-all program.
w3
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h. ALLOTMENT CONTROL mcom
a., GENERAL

(1) Allotment comtrol records are provided for the purpose of showing

currently ths allotments, obligations, disbursements, and the
unobligated balances of the allottee's funds to ensuve, insofar
as posaible, sgainst the incurring of deficiencies. Tharefore,
it is the administrative rasponsibility of each sllottee to
manags his allotment(s) in such a manner as to prevent the over-
obligation of the amounts allotted.

(2) With respect to (1) above, the Agency's Confidential Funds Regu-

lations, Section 15.0, Paragraph B, places the responsibllity for
the proper obligation of funds on ths allottee. It should be
noted in that vegard that Section 3679 of the Revised Statutes

a5 emendsd (31 U.8.C. 665) provides, in addition to any penalty
or 1isbility upder other law, that aby officer ob employee of the
United States ¥ho makes or authorized a disbursetsnt from, or
creates or awthorizes an cbligation under any approy on ¢
fund in excess of the amcuat available therein shall be subject
to appropriate adsifiistrative discipline, including, when circum-
stances varranb, suspension from duty without pay or removal from
office; and any officer or employse of the United States vbo shll
mowingly and wilefilly violate this provision shall upon convié-
tion be fined ndt more then $5,000 o imprisoned for not wore than
two years, or both.

(3) Allotusnt control vkcords will be usifteined on the form attached

(8)

hareto as Exhibit "A". BSeparate records will be maintained for
the administrative limitations fixed for particular units,

nemely, projects, siministrative overliead, or other activiiles.
Whare en allotment is made availabls for an overseas operations and
& portion of the allotment is retailved at headquarters for
obligation, twvo accounts will be establisbed in the manner es
bereinafter described.

The allotment control records sre provided with woney columns for
recording the following classes of transactions:

(a) Allotments

(v) Obligations - Cbligatious incurred posted in black and
obligations decreased and liquidatezd will be
posted in red.

e
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(e) Disbursements - Disbursements made will be posted in black

and refunds will bs posted in red.
(2) Uncbligated Balance. |

’. L

. omERAL

(1) 8ince allotment control records are provided for the purpose of
yreventing deficiencies in, or over-sxpenditures of, appropriated
Agency funds, it is obvicus that 1f the amounts allotted do not
exceed the emounts suthorized by the Director or his designee,
and the cbligations and disbursements Ao not exceed the amount
allotted, no deficiency or over-expenditure will oceur.

(2) In gemeral the plan of allotting funds will follow the orsaniza-
tional structure as reflected in the allotment coding
instructions for the appliceble fiscal year. Separate Advices
of Allotment Authorization (Form No. 32-5 dated March 1953),
(Exhibit D), will be utilized in notifying allottees of individual
allotments.

6. OPERATION OF THE ALLOTMENT CONTROL RECORD

a. All transactions affecting allotwent control records (see Exhibit "A"
- attached) will be posted in chronological order in the proper column
of the particular allotment record affected, as set forth below.
Amounts will be stated in United States currency.

(1) ’Allotment" Column - This is an "add" column in vhich sre entered
the amounts of Advices of Allotment Authorizstion (Form No. 32-5).
Allotment advices which dscrease amounts previously authorized
will be posted in red in this column.

(a) Funda suthorized for obligation and disbursement by the
allottees w111 be evidenced by receipt of an Advice of
Allotment, Authoriyation (form No. 32-5) issued by the Agency
Budget Division. Advices received by the allottees will serve
a3 the basis for establishing an sppropriate Allotwent Control
Record for the account sysbol and amount indicated by the
25X1 individual advice. | _ | which involve
: the tranefey from headquarters to the field of a part or whole
of the funds authorized for operations will be handled ss
follows: ‘

‘5“
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A beadquarters Allotment Control Record will be
ostablished from Form 32-5 for the full amount allotted.

Amount subsequently sub-allotted to the field allotieen
will be accomplished by the issucnce of & _a‘l
Advice (see Exhibit "C" attached) and posted as a decreas

in the "Allotment" column of headquarters Allotment

Control Record described in 1. sbove. Conmcurrently with this
action, an Allotment Control Record will be established

at headquarters for the amount allotted to the field
allottee.

25X1

Post of obligations to the aub-allotment account
(£1e14) at hemdquarters will be effected wonthly by meens
of & Miscellaneous Obligation Record (Exhibit "E"
attached), on the basis of cabled or dispatched obligation
smounts furnished by the allottee or on the basis of estimated
amounts developed from historical data. Such obligations
will be sppropriately adjusted from the ptation's:

monthly Summery Accounting submitted from the field.
Likewise, this same report will serve as the basis for
liquidating the cbligation and for the recording of
disbursements in the eppropriate column of the Allotment
Control Record.

The |veferred to in 2. above will

be prepared in an original and oue copy, and will reflect

date of preparation,| | station or project 25X1
identification, allotment symbol, locaticn, fiscal year,

amount allotted to field or amount withdrawn, brief

explanatory note, etc. Such notificetions shall be

numbered in chronological order and copiles filed, after

posting, with the appliceble Adviece of Allotnent Authoriza~-

tion (Form ¥ -5). The originals of the notifications

will be pouched to the field allottees.

(b) Entries in the "Allotment" column have the effect of increasing
or dscreasing the unobligated balauce of the allotments.

(2) Obligstions (Coluwn 7) - This is a "Subtract" colums in which are

entsred the amounts of obligations imcurred on account of personal
services, contracts, leases, procuremeute, travel, ani otbher definite
compitments. Cancellations or adjustuent decreases of previously
recorded obligations incurred will be posted in this column in
contra (red). Obligations liguidated by disbursements will not

be recorded in this column, except for differences between
obligations incurred and vouchers liguidated. For example, Pur-
chase Order #15 for $100.00 received and previcusly obligated is

wbe
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subsequently liquidated by the corresponding disbursement voucher
for $00.00. An cbligation decresss of $10.00 will be posted in
this colurn to effect equilibrium apd, more importantly, to eli-
minate the over-estimated obligation established under Purchase
Order #15 of $10.00. Conversely, if the voucher was approved and
disbursement mode of $125.00, an additionsl obligation amount of
$25.00 wiil be posted in this column with sppropriate refersnce
to Purchase Order #15. The posting of the additional obligetion
gmount is required in order not to underatate unliquidated obli-
gations (obligations column 7 mirus disbursements column 8 repre-
sents the balence of unliquidsted obligations). Entries made 1in
this column representing subtract (red) amounts will have the
nffect of increasing the unobligeted balence of allotment.

Disburgements (Column 8) - In this coluan will be posted the
amount of pre-eudit vouchers, sccountings received applicsble
to advances for officisl purposes, and peyrolls appliceble

to the headqusrters allotments. Accountings received from
fiald stations will be posted to the pertinent records in this
column. The estimated applicable monthly cbligetions posted
in the field records will be appropriastely adjusted to the
amount of the accountings. There will also be entered in this
column in contra (red) amounts of refundis or errcnecus paymentis,
duplicate payments, overpayments, and credit adjustments
resulting from amounts sctually approved for payment as shown

on the Finence Division monthly status of funds (expenditure)
report.

Posting References - At thz time of posting transactions to the
Allotment Coutrol Records, cowplete posting reference will be
indicated as follows:

(2) In the date column will be indicated the date of posting

(b) In ths column headed "Refeveuce" will be shown the office
file nuaber of the document posted, such asz Advice of Allot-

went Authorization No., Miscellansous Obligetion Record Ne.,
Voucher No., ete.

(c¢) In the "description” column will be indicated the souvce from
which the item iz received, or such descriptive date as will
identify the source of posting. When recording obligations,

the names of travelers, vendors, and othex payees, as appropriate

will be shovn. When recording disbursement vouchers the
names of the payees will be shownm; or in the case of
accountings and payrolls the period involved snd such other
brief information as will be descriptive of the entry will
be shown. For transactions recorded in the 'disbursements”
column, this column will include a reference to the parti-
cular obligation, by er, being liquidated or adjusted.

. CIA-RDP78-03985A000700030061-1
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OBLIGATIONS

&. In order that effective control of ths allotmonts be maintained
it is importsnt that obligations be recorded a3 acourately as possible
at time they are incurred.

b, Since some basic obligating documents, such as Purchage Orders, Travel
Orders, Contracts, etc., are not readily suited for use as posting
media and records of ligquidation, it will be permissible, 1if it is 8o
desired, to prepare & Miscallaneous Obligation Record (see Exhibit "E
attached) for use es posting media. Such Miscellaneous Obligation
Records will have sttached thereto, whenever possible, the baaic
obligation document applicable.

c. Obligations posted in the "Obligations” column of the Allotment Control \/
Record will be filed, by allotment, in loose leaf file folders, identified
as unliguidated obligetions. When disbursement vouchers or
sccountings are received the applicable cbligetion document will be
removed from the file for liquidation. Obligations fully liguidated
will be filed by account in "liquidated obligations" file folders.

Where s disburgement voucher or accounting is received for which an
obligation has not been previously received and posted in the
allotment control record, the voucher amcint will be posted in both
the "Obligations” and "Disbursements” colunns of the Allotwent
Control Racord. The effect of this entyy will bs to reduce the
unobligated balance of allotment for the amount of the voucher and
at the same time not affect the unliguidated obligation balance.

4. The various classes of cbligations will be eatablished in the followlmg
manner:

(1) Personal Services - At the beginning of each month a seperate
.-Eiiscellaneous Obligation Record (see Exhibit "E" attached) will

be prepared in an smount sufficient to cover the taxable coumpen-
saticn ani all allowvances earned by staff employees and staff
agents payrolled in Washington. Payroll for personnel pald

from allotments maintainsd elsewhere will be chligated st those
locations. The latest prior month's payroll will be used as

a basis for estsblishing the monthly personal services obligation
for each of the accounts being mainained. The Miscellaneous
Obligation Recorde will be posted to the allottee's Allotment
Control Records and filed in the appropriate supporting unliqui
dated obligation file folders.

The smount of unliquidated obligations for taxable compensation
and allovences from the prior month will be adjusted to equel

w8
8 E ET
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oo A exoss referance should be made U the original

My soaUianaons Joligation Record previcasly Liquidated for
compieteness of the record. Yravel Orders jasued by hesdquazters
evidencing suthovity for PUE to fleld statlons vhere the

famwsl we cuer will be processed and paid et the field atation
ST et om shiipated in the Tleld coptrol record maintained

at headquacters {rom the Travel Order bub through the normal
fieid wopthly oviigation reports. Note - The appropriate
dorvgents muat b dizpatched to the field oifice fmmadiately.

{37 Tyvaosportation of Toings - (bligaticons for the transportation of
peranDR L and heusehntd sffects will be evidenced hy Travel Orders
nr other demoriias adlbor {ting shipmentz. Bills of Lediug fasued |
gursuant to aathority under Travel Orders will br utilized Lo
lish obllgmtions in the appropriate accownts and the pertinent .
$ ansoua Ubligation Records established for the traveler will
e yeducsd sceordingly. Where Miscellaneous Obligation Records
ave used aa a covering document for the Bills of Lading the neme
s eurrier or fire performing the services vwill be reflected
y a2 the payes. APter posting these types of ohligations
¢ will be filad in an unliquidated cbligatlon File folder as
spdpmnd in Section 11 hersof. In the event allotieces are o~ /
sided with Funds for the payment of transportation costs cover
ing ahippeat of peterisl and equipment purchesed and stockpiled |\
uy the .ogistics OfFfice, Request for Shipuent (Form No. 36-k) |
#1131 be used as a bagls for establishing an eppropriate estimated
ohiigation. /

/

{4} Communicaticons - Normal Agency commulcatlons, cable, and pouch
smrvice copte are obligated by the Office of Coawmmications in
its meeounts. Since allotments for this purpose are made to
the Office of Communications, allottees of the Plans Group do not
unve an obligating responsibility im this field. Howaver, gpecial
somminications services, such as teletype service, local fleld
telephone service, ete., contrueted for by the allottees of the
Plaps Group will be obligated in the appropriate sccounts. Such
coptractes will be used to support the Miscellasneous Obligaticn
Records preperad end used as posting wedia for recording to the
pertinent Allotment Control Recorde. The posting, filing, ete.,
of these types of obligations will follow the routimes set
fortih for other object class categories.

{57 Rentals, Printing end Reproduction, and Other Contractual Sexvices -
Obligations for rentals, printing end reproduction, and other
contractual services will be established on the basis of rental
contracte, purchase ordexrs or obther forms of commitment. Appro-
priate Miscellancous Obligatlion Records will be prepared end
processed in the manner outlined sbove for otber clesses of
obligations.

10~
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Routines for the preparation, posting, liquidation, and £1iling
of accounting media will follow that degeribed Yor other classes
of chligatlons.

ROTE: Station eccountings must be expedited so as to
reach the Finance Division as soon as possible.

b. Accounts maintained at headquaxters from informotion furnished
by the oversens stations and projects will be mintained vith-
out regard to object clossification. The Finance Division will
furnish monthly stotemente of expenditures by dblect classifica-
tion to vhich, vhen the information is needed, the unliquidated
obligntions will be prorated (based on experience) by object
class to provids a cumulative cbligation report by object classi~-
fication.

94» OPTIONAL PROCEDURE FOR POSTING DISHUASEMERTS 70 ALLOTMENT CONTROL RECORD

While this procedure provides that detailed expenditure documents will
be used by the allottees to record disburcements ogrinst allotwents,
the nllottees may elect to defer the recording of disbursements and
carvection of cbligatioms and to make such entrles baged upon the
uonthly status of funds report when vecelved from the Pinence Division.

10. CORRECTIONS OF ERRONEOUS POSTINGS

a. Vhenever s document vhich has heen posted 0 an allotuent control
record is subsequently found to hove been in ervor, corrections
will be rade in the column in vhich the entry vas ardginally posted
by entering in reverse 0s a current transaction the previcusly
recorded smount, and re-entering the corract apount. Such entries
1will operate not only to change columar totals but may aleo change
the uncbligeted belance of allotments in the anmcunt of the digference
between the erroneous and correct smounts. Corvections £ errongous
postings will be effected by the use of a Miscellaneous Ubligation
Record.

b. Evrore in expenditure entries disclosed in the review of the Finance
Division TEM Report on the stetus of funds by the allottees will be
brought to the attention of the Finance Division by prepariog snd
subnitting an Adjustment Voucher for corrective action of the errors
noted. Adjustment Voucber, BXHIBIT F, attached, will be used for
thip purpose.

11. CRIXGATION DOCUMENT FILES

o. Two cbligation documents flles will be maintained as follows:

(1) Unl&guida‘beﬁ obligptions - Cbligations posted in the"Cblige-
ticns” colum of the Allotment Control Record will be filed

in an appropriate subsidiary file folder. The total of the
Approved For Release 2002/06/26 2A-RDP78-03985A000700030061-1
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amounts of the wliquidated obligsition docunsnies must
always sgree with the balance of the unliquidated oblige-
tions ("Obligations” minuz "Disbursements”) on the
applicable Allotment Control Record.

(2} Liquidated Obligations - When an cbligation is paid in
full the related obligation document will be removed
from the"Unliquidated Obligeticns” #1le and filed in
a separate file folder identified as "Liguidated Oblign-
tions" for the allotment involved.

12. MONTHLY CLOSING OF ALLOTMENT CONTROL RECORD

At the end of each month the several money colums, exclusive of the
unchligated balance column, of each Allotment Control Record will be
added for (2) current month totals and (b} cumulative totals to date.
Por illustration see Allotment Control Record Exhibit A, attached,
The monthly closing of accounts will be made as of the 25th day of
each month.,

13. MONTHLY REPORT ON STATUS OF FUNDS FPREPARED FROM ALLOTTEE RECORDS

Immediately after the close of each month and after the Allotment
Control Records have been varified as correct, a report on Status
of Funde will be prepored from the Allotment Control Records for

monngement utilization. Seeo Hxhiblt ¢ for the form of report.

1%. MONTHLY SUMMARY OBLIGATION MEMORANDUM REPORT TO ACCOUNTS BRAICH,
FINANCE DIVISTON

To provide data for the recordation of all cbligations in the accounts
mafitalned by the FPinance Divieion, it will be the responsibility of

the allottees to transmit at the close of each monthly accounting periad
o Sumery (bligetion Memcrandum Repart (Exhibit B) showing the amount of
the cummlative obligations to be established for each sllotment., This
report will list each month (1) all allotments meintained by the allottee
for the current Piscal year vegordless of whether there have been any
changes in cummlative obligations during the current month and (2) all
allotments for prior fimesl yeers for which chonges bave cccurved in

the "Total Cumlative Cbligntions to Date” duripg the cwrrent month., I
no change hes occurred in the cumlative chligations of any yrior fiscal
yeor allotnents for either of the two yreceding fiscal years (in 1954, cune
preceding fiscal year), the year identification vill be listed and the
words "No Changes” inserted thereunder in the "Allotment Syvbol" columm,
The ollotments relating to each fiscal year will be shom under a sub-
neading in the Allotwent Synbol column identifying the fiscal year in-
volved. This report must be forwarded so as o reach the Finonce Divi-
gicn no later than the Dirst working day follewing the close of each momth.
It i3 the responsiblility of the allottee to sssure that the Flnapce Divi-
sion iz belng currently asnd adeguately inforwmed of the obligations to be
recorded and that effective review and reconciliation is mpde of the
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Finence Divigion TR status of funds report with spplicsdble allotbes
recondae: :

i inotruction will be placed into effect for the Fiscal yeor 1954
commencing 1 July 1953. The Allotment Comirol Records will be
established for all allotwents for the fiascal yeavs 1953 and 1954,

comTiston

Ths basic principles contained in this instruction must bo adheved -
to forr the attaimment of uniformity in racord keeping, documentn.
tdon used, snd Other cbjectives stated. Individual problems and/ar

sssistance neoded should be brought to the atitontion o:;i_fm_mchmgll

Accombing Stafl, 0ffice of the Comptroller, Extensl 25X1A

SECRE?T
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